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AGENCY

Ol VISION

Deseription

Retention

1. | Eligibility Case Records:

(o]
o]

© 0000 CCOC

o]

2. General Correépondence: :

As a minimum, all files in this category contain a DHMH Form 2794
(MPAP) Application) for each year of application. In addition, the
file may contain one or more of the following forms and documents
used in processing each application as required:

DHMH Forms: 63, 1092, 3008, 3447, 3778, 4026.and 4027.

MPAP Forms: Request for Additional Information, Notification
of Certification, Alien Information, Fraud
Statement, Notice of Extended Benefits, Requests
for Rental Income Information.

Internal Revenue Service Forms: 1040, 1040A and W2 4
Maryland State Income Tax Return Form 503
Social Security Administration Forms: 2458 and 4927SM
Veteran's Administration Form: 21-8332A-1
Railroad Retirerent System Benefit Letter
Civil Service Commission Annuity Card
MPAP Forms: Transmittal of Appeal Documents and Brief of
Appellee Case Summary.
Applicant's request for an appeal hearing.
(As Appropriate): Notice of Hearing Reschedules
: Notices of Hearing Determinations
Notice of Applicant's Withdrawl of Appeal
Notice of Failure of Appllcant to Appear
for Hearing.

Memo of Referral—SubJect: Request for Field Investigation
and {When received) Medical Care Compliance Administration
Letter: Results of Field Investigation.
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Dére

Miscellaneous correspondence received by the Maryland

1.) Eligibility
Case Records .
with no record/
conviction of-.
fraud/theft

2.) Eligibility . -
Case Records
with a record/
conviction of

~ fraud resulting
in a misdemeanor

obsolete

o
Pharmacy Assistance Program’
o Copies of MPAP correspondence dispatched
o ', Program-generated studies
o - Projections of enrollment increases
o Financial expenditures and program operating costs
o Proposed legislative and regulatory changes.
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Destroy
after Three
(3) Years

Destroy”
after Five
(5) Years

Review files periodically

Destroy material when
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MARYLAND PHARMACY ASSISTANCE PROGRAM

ON-RECORD SERIES A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AN A UNIT FOR

DEFINIT:ON
ARFERENCKE AS WELL ﬂ! Iﬂ! :lﬂ ANR RIArQSLILION runroaen.

| 4, RECORD SERIES TITLK 8. KARLIEST YEAR/LATEST YEAR

' Eligibility Case Records 1920, TO CURRENT

44 THE SERIKS.
|

See Attached Continuation Sheet

§. RECORD SERIES DESCRIPTION ‘.Ill'l-' DESCRIBE THE TYPES OF INPOMT'M/MCM?II'DM. Founn

INCLUDE THE PURPOSK OR FUNCTION OF THE sxmIE’

7. RECORD SERIES FORMAT(S)

O LXTTER S1Z5 O MICROFILM
LEGAL BIZE 0O COMPUTER TAPE
BOunD BOOIC O rLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

O oTHER(SPECIFY)

8. RECORD SERIKS SKQUINCE
P ALPHARKT | CAL
‘0 NARICAL
0 GHRONOLOGICAL,
O GEOGRAPHICAL
0 OMHKR(SPECIFY)

». VoLuaag

. & FILK DRAVER(S)

. 203 0 MICROFILM FEEL(5)
O COMPUTER TAPE(3)

RUESEN g OTHER(SPECIFY)

10, ANNUAL ACCUMULAT IO
X FILKE DRAWER(S)
0 MICROVFILM REEL(S)

RUIEW O COMPUTER TAPE(S)

B OTHER(SPECLEY )

e pl1£ IS USED Acrive Files

B DAILY 0 sy O MONTHLY

12 piLX BECOMES INACTIVE AFTER ;‘;ﬁ’ at“ihf‘d
o o tinuation
gm0 VEARIST i

13, CUNRENT LOCATION(S) [BLDG.,FLOOR, ROOM)
" Room SS 7-A, Building 201 (O'Comnor) .
Room LLA3, Building 301

14. 18 RECORD SERIKS DUPLICATED ELSKWHERE?

tir ves, sPeciry soxncy on orrick)
Ovyzs B N

ACUKSS RESTRICTIONS O yxs O pno
(tr vyee, ci1Tx LAwW(S) & mxeueaTiON(S) .
Soc.Sec. Admin./DHMH Agreement: Release of SSA Information

16, AUDIT REQUI RIDMNTS

ONONE O STATE O FEDERAL O INDEPENDENT

17, 18 AN INDEX SYSTEM USEDT (1pr YRS .EXPLAIN

INIKFLY AKD DESCRIBE ANY HARORARR/SOFTWARK )

10, RECOMMINDID RITEINTION
1.) Eligibility Case Records with
no' record/conviction of fraud/theft

Three (3) Years

Gyxs 0O noO i 2
Manual/Alpha . 2.) Eligibility Case Records with Five (5) Years
a record/conviction of fraud
resulting in a misdemeanor.
'n PREPAFER | 20, | TELEPHONK MAGER 2 |21. patx
Lot — 225-5392 July 25, 1989
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ITEM #e6:

CONTINUATION SHEET

RECORD SERIES DESCRIPTION

Maryland Pharmacy Assistance Program (MPAP) Eligibililty Case Records
provide information on all persons who have applied for MPAP certification.
As a minimum, all files in this category contain a DHMH Form 2794 (MPAP
Application) for each year of application. In addition, the file may contain
one or more of the following forms and documents used in processing each
application as required:

o ~ DHMH Forms: 63, 1092, 3447, 3778, 4026 and 4027.

o MPAP Forms: Request for Additional Information, Notification of
Certification, Alien Information, Fraud Statement, Notice of
Extended Benefits, Requests for Rental Income Information.

Internal Revenue Service Forms: 1040, 1040A and W2
Maryland State Income Tax Return Form 503

Social Security Administration Forms: 2458 and 49275M
Veterans' Administration Form: 21-8332A-1]

Railroad Retirement System Benefit Letter

Civil Service Commission Annuity Card

00000

¢

In addition, for persons appealing denial or termination of MPAP eligibility,
the Eligibility Case Record will also contain:

o DHMH Form: 3008

o MPAP Forms: Transmittal of Appeal Documents and Brief of
Appellee Case Summary. '

o Applicant's request for appeal hearing.

o (As Appropriate): Notice of Hearing Reschedules

Notices of Hearing Determinations

Notice of Applicant Withdraw! of Appeal

Notice of Failure of Applicant to Appear for
Hearing

For those persons who have been referred to the Medical Care Compliance
Administration (MCOA) for possible fraud or abuse of MPAP eligibility, the
Eligibility Case Record will also contain:

o Memo. of Referral-Subject: Request for Field Investigation and (When
received) Medical Care Compliance Administration Letter: Results of
Field Investigation.

The purpose of the MPAP Eligibility Case Record is to establish the financial
basis for MPAP eligibility, record issuance and revocation of MPAP
Identification Cards, and status of recertification of applicants. They are the
data source for Program Management and reports and to satisfy inquiries
regarding unit operational efficiency and performance. They may include
records incident to appeals of denial or termination of eligibility, and
referrals to the MCCA involving possible fraud or abuse of eligibility.




/
ITEM 12: FILES BECOME INACTIVE:
Cannot be predetermined. Ineligibility may result from movement out-of-
State, change in financial eligibility, certification for Medical Assistance,
death, or voluntary request for termination of request for eligibility.
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4, RECORD SERIKS TITLK
GENERAL CORRESPONDENCE
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See Continuation Sheet

INCLUDE THEX PURPOSK OR FUNCTION OF THX Bxmixr

7. RECORD SERIES FORMAT([S)

X LXTTER B1Z5 O MICROFILM
LXGAL SI1ZE O COMPUTER TAPE
BOUND BOOK O rLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAPK

0 OTHER(SPECIFY)

8. RECORD SKRIKS SEQUINCE
& ALPHARCT I CAL
‘0 NACRICAL
O GHRONOLOG | CAL,

voltaag

B FILK DRAWER(E)

O MICROFILM FEEL(S)
D COMPUTER TAPE|S)
0 oTHER(SPECIFY)

3
F"'T

0 GEOGRAPHICAL
0 onNER(SFECIFY)

10, ANNUAL ACCLMULAT ION
@ FILK DRAWER(S)

O MICROFILM REEL([S)

RUTsER O COMPUTER TAPE(S)
R onERlseecire)

s plig 13 useD

XKpalLy 0 woay

o hamey __KUBNYN

FILE BECOMS
O MONTH(S)

INACTIVE AFTER See Continuation
D YEAR( 8 ) Sheet

13, CUNRENT LOCATION(S] (BLDG,,FLOOR,ROOM)

Room SS-7-A, Bu11d1ng 201 (O'Commor)

Ovyxs B no

14. 18 RECORD SERIKS DUPL JCATED ELSKWHERT?
tir veo, SPECIPY 2.0xNCY OR OFPFiCK)

18, ACCKSS RESTRICTIONS

‘O vxs &N
(ir vee, ciTe LAwW(B) & RxeusaTION(S) .

10, AUDIT REQUIRDWENTS

0ok O STATE O yeDERAL O INDEPENDENT

17, 18 AN INDEX SYSTEM USED? (1pr YRS .EXPLAIN
ININFLY AKD DESCRIRR AKY MARDRARR/SOFT

&yxs O No
Alphabetical/Topic

“‘ is,

Destroy mater

RECCMMIENDED RETENT ION
Review files periodically.

ial when obsolete.

19, NAME AND TITLE OF PREPAFECR
JOHN W. BAKER, PROGRAM MANAGER

20, TELEPHONE MAGER

225-5392 '

21. DATE

July 29, 1989
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ITEM #e6:

ITEM #12
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RECORD SERIES DESCRIPTION:

Miscellaneous correspondence received by the Maryland Pharmacy Assistance
Program, copies of MPAP correspondence dispatched, program-generated
studies, projections of enrollment increases, financial expenditures and
program operating costs, and proposed legislative and regulatory changes.

FILES BECOME INACTIVE:

Cannot be predetermined.

Files are periodically reviewed to identify
material which is obsolete. '




